DOE Facility Representative
Options

e

Envirénment, Safety & Health
I ‘/I Tt :-,xl'\ .

April, 1999

ORPS GUI Reference Manual






Table of Contents

INtrOdUCEION . . . 1
Purpose of the Course . . . ... ot 1

OB ECtiVES . . . 1
ORPS Facility Representative Search & ReportsPage . ... ... ot 2
TheUser Profile . ... 3
TheSearch Profile . ... . . 3
CreatingaSearch Profile . . ... . 5
StartingaNew Search Profile . ... .. o 5
RefiningaSearch Profile . ... ... ... 6
Displaying Search Specifications . ... ... i 10
ScreeningaSearch Profile. ... ... 11
FinishingaSearch Profile . ...... ... .. . 13
EditingaSearch Profile . . ... ... 17
Editing Field Selections . . ... ... .o 17
Editing Screen Criteria .. ... ...t 19
Editingthe StatusDate Range . . . ... ... .o 20
SEArCN FEatUIES . . . ..o 22
The Boolean Logic SpecificationBOX . .......... ..., 22

The Occurrence Report Number SelectionArea ......................... 24
Status Date/Time SearchRange . ........... i 25
ORPS Manager OR Search CriteriaPage . ...................... 27

ORPS Manager OR Search & ReportsPage .. ................... 28

Manager Report OptioNS . . .. ..ot 33
Manager ReportsElements ... ... 35
TheManager REpOrt . . . ... oo e 36
Manager Report FIlters .. ... .o 39
Report Features . .. ... e 41
Viewing Facility Representative and Program Manager Comments . . . . 42

Viewing Corrective ACtIONS .. ... ..ot 42

Making Facility Representative Comments . ..................... 43

Approving an Occurrence Report .. ... 45

Reectingan OccurrenceReport . ... 47

DOE Facility Representative Options ORPSGUI Reference Manual |



Appendix A - Search Fidd Definitions . . ... ... A-1

Search FeElds . ... . A-1
Appendix B - Spell Checking Your Report . ... B-1
Obtaining the Spell Check Application ............. ... ... ... .. ... B-1
InstallingWordScribe . ... B-1
UsingWordScribe. . . ... B-6

Spell Checking Interactively ........... ... .. .. B-7

Spell CheckinginBatchMode ............. ... ... ... ... ... .. B-8

Editing the Spelling Dictionary . ............. ... ., B-9

EXErcise SOIULIONS . . . ..o S1
DX . . -1

ii ORPSGUI Reference Manual DOE Facility Representative Options



Introduction

Purpose of the Course

In this class you will learn how to identify for your facilities occurrence reports (ORs) that
are new, that have been rgjected or commented upon, that have had changes to corrective
action dates, and that are in the approval process. You will aso learn how to approve or
reject reports that are waiting for your approval and how to add comments to occurrence
reports for your facilities. In addition, you will learn how to create, save, edit, and delete
search criteria and use the date range feature.

Objectives

Upon completion of this class, you will be able to perform the following activities:

\4

Access the ORPS MANAGER OR SEARCH & REPORTS page and explain the purpose of
the control panel

Create, save, edit, and delete a search profile

Use the date range feature and explain the various options available

Utilize the various report options

|dentify new occurrence reports for your facilities, occurrence reports for your
facilities that have been rgjected by the DOE Facility Representative (FR) or DOE-
HQ Program Manager (PM) or have had other FR/PM comments added, and

occurrence reports that have had changes to corrective action dates and the details
of those changes

Identify and view occurrence reports for your facilities that are currently in the
approval process

|dentify reports that are waiting for your approval and approve or reject those
reports

Add comments to occurrence reports for your facilities

DOE Facility Representative Options ORPS GUI Reference Manual 1



ORPS Facility Representative Search & Reports Page
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The ORPS MANAGER OR SEARCH & REPORTS page (Figure 1) is accessed from the
OCCURRENCE REPORTING & PROCESSING SYSTEM home page by clicking on the ER
Functions hyperlink. This page is customized for you (the Facility Representative or
designee) and functions as a control panel to allow for search, report, and update
capabilities for facilities under your jurisdiction.

ORPS Manager OR Search & Reports 2

James E. Jones - Facility Representative
ORPS contains 36616 OR(s) with 38736 occurrences(s) as ot 10/29/1998 11:30.

OR Search Criteria ¥ Reports & .

M Wy OF Set Report/Filter 2
ORACA Stat -

Edit] | aus
Order by

Delete | = & OR# T Date

Save I as I @ azc O Desc
from Status date & to Status date & _ Prepare | report

‘I_ Use saved criteria Ii" Use saved criteria Display | criteria
& Earliest entry & Now Count IDRS
" Last login T Last login
" User specified " User specified
[nm/ dd/ yyyy hh:mmo [11/06/1998 18:25
Clear | FHeset |
ORPS Home FR. Functions Search & Reporis Authorities  Help

Figure 1 - The ORPS MANAGER OR SEARCH & REPORTS control panel.

The control panel is divided into four sections. OR SEARCH CRITERIA, REPORTS, FROM
STATUS DATE, and TO STATUS DATE. The OR SEARCH CRITERIA section allows you to
create, edit, save, or delete a set of search specifications. The REPORTS section allows
you to generate reports and perform Facility Representative functions based on the
occurrence reports selected with a set of search specifications. The two STATUS DATE
sections alow you to filter selections based on status date ranges.
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NOTE A ER Functions hyperlink is available at the bottom of most pages in the
@ ORPS GUI. You can aways get back to the control panel by clicking on
this hyperlink.

The User Profile

At the top of the control panel is your name which is hyperlinked to the orRPS USER
PROFILE page (Figure 2). This page lists general information about you and contains a
table listing the facilities for which you have authority.

User ID: FRTEST

Name: Jim R. Fine

Title: Compliance Manger
Contractor:

Phone: {201) 555-2345
Address: 456 U Turmn Drive

River City, ST 01235

haz Facility Representative authority for:

Facility ID  |Facility Name

TT1LOPS 771 Operations

Figure 2 - The ORPS USER PROFILE page.

The Search Profile

All operations performed in the control panel are based on a set of search specifications
called asearch profile. You can select, create, edit, save, and delete search profilesin the
OR SEARCH CRITERIA section (Figure 3) of the control panel.

Aninitia set of data has been predefined for your searches. Itisall of the occurrence
reports for the facilities under your authority. This set of data serves as the basis for any
new profilesyou create. A predefined profile named My OR Set reflects thisinitial set of
data. My OR Set cannot be edited or deleted; however, any status date ranges specified
will apply to this profile.
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NOTE All of the Facility Representative functions on the HP ORPS can be

@ performed by simply using the My OR Set search profile and the status
date range. The ability to create additional search profiles provides you
with the capability of specifying a more precise set of data with which to
work.

ey

Delete

OR Search Criteria

Save |ag

Figure 3 - The OR SEARCH CRITERIA section of the ORPS MANAGER OR SEARCH &
REPORTS control panel.

Four command buttons are used to manage user-defined search profiles. Each is briefly
explained in the following table.

Command
Button

Function

[<e

Allows you to define the search specifications for a new search
profile.

Edit

Recalls the search specifications saved in a selected search profile and
places the specificationsin a new OR search profile.

Delete

Removes the selected search profile.

Save

Saves the user-defined search specifications in a user-named search
profile.

4 ORPSGUI Reference Manual
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Creating a Search Profile

Starting a New Search Profile

To initiate the creation of a search profile, click on the New command button in the or
SEARCH CRITERIA Section of the ORPS MANAGER OR SEARCH & REPORTS control panel.
Y ou will be presented with the ORPS MANAGER OR SEARCH CRITERIA page (Figure 4),

where you can specify the search fields for the new search. You are also permitted to

select date ranges (STATUS DATE sections) that are saved with the new set of criteria.

ORPS Manager OR Search Criteria 2

James E. Jones - Facility Representative
ORPS contains 36616 OR(s) with 38756 occurrences(s) as of 10/29/1998 11:30.

||_ 1. Ocowrence Report Mo, |!_ 6. Report Year

||- 2. Operations / Field Office ||_ 7. Sequence Number
||- 3. &rea Office |!‘ 2. Report Type

||_ 4. Contractor ||_ 8 Secretarial Office
|r" 5. Facility ||_ 10. Lah f Site / Org

(2) Boolean logic specification: I

from Status date & to Status date

|l_ Use saved criteria |l- Use saved criteria

& Earliest entry * Now

 Last login  Last login

" User specified " User specified

[/ Ad/ yyyy hhemm [11/06/1998 19:02

ey Fefine | Clearl Feset |

ORPS Home FR Functions Search & Reports Authorities Help

Figure 4 - The ORPS MANAGER OR SEARCH CRITERIA page.

Search fields are displayed at the top of the page. They are selected by clicking in the
check boxes. Descriptions of the search fields are found in Appendix A and are also
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available on-line through the ORPS help utility (click on the Help hyperlink found at the
bottom of most ORPS GUI pages). By default, fields selected from the check boxes have
the Boolean operator AND applied between the fields. Y ou can use the BOOLEAN LOGIC
SPECIFICATION edit box to specify the OR or NOT operators (or a combination of all three
operators) between fields. The edit box is discussed further in the Search Features
section.

Y ou can start a new search profile set at any time in the process by clicking on the NEw
command button at the bottom of the page. Thiswill clear out all selections except those
in the two STATUS DATE sections. The cLEAR command button will clear al selections and
restore the page to the default settings. Y ou can also reset the selections on the page to
the values that existed when the page was last loaded by clicking on the RESeT command
button. Once you have selected the fields to include, you are ready to refine the profile.

The REseT command button ONLY resets selections on the page to the
@ values that existed when the page was last entered or refined. It does not
reset the values to the default selections that are displayed when you
initialy enter the ORPS MANAGER OR SEARCH CRITERIA page.

WARNING

Refining a Search Profile

Clicking on the REFINE command button on the ORPS MANAGER OR SEARCH CRITERIA page
dynamically recreates the search screen to reflect the search field selections made on the
previous search page. From here, you can define the values within the specified search
fields.

NOTE At thislevel, values specified within selection boxes aways have the Boolean
operator OR applied.

Figure 5 shows the page that is dynamically recreated after selecting Report Year and
Report Type as the search fields and specifying 1998, 1997, and X-Update/Final asthe
field values. Based on the previous discussion, the logic for this search is (Report Year =
1998 OR Report Year = 1997) AND (Report Type = X-Update/Final).
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NOTE Selections displayed in the FACILITY selection box are limited to those
@ facilities under your authority. Selections displayed in the OPERATIONS/FIELD

OFFICE, AREA OFFICE, CONTRACTOR, SECRETARIAL OFFICE, and
LAB/SITE/ORG Selection boxes are not limited; however, al search criteria will
have a default selection applied that consists of only your facilities.
Therefore, selection of contractors, etc., other than your own is meaningless
and will result in the selection of zero records.

QFEPS contamns 36616 OR(s) with 28756 ocourrences(s) as of 107291598 11.30.

||_ 1. Oecewtrence Report Mo "7 6. Report Vear

||- 2. Operations [ Field Office ‘r 7. Gequence Number
||- 3. Area Office ‘W 8 Report Type

||- 4. Contractor ‘I- O SBecretarial Office

|I' 5. Facility ‘I' 10. Lah / Site / Org

(2 Boolean logic specification: I
Default logic: & and &

‘l_ Tse saved cntenia ||- Tse saved crtenia
& Earliest entry & MNow
" Last login ' Lastlogin
" Teer specified ' Teer specified
Jum/ dd/ yyyy hh:mm |11/06/1988 11:05

Figure 5 - Example of dynamically created ORPS MANAGER OR SEARCH CRITERIA
page.
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After specifying the field values, you can again click on the REFINE command button. The

search screen is recreated to reflect the search field selections and values made on the

previous search page. In addition, the total number of occurrence reports and occurrences

found by the search islisted near the top of the page. The name of the search profileis

also shown at the top of the page (Figure 6).

NOTE

@ When anew search is created, the GUI temporarily names the profile
Untitled.

P eI S0 16 L) WL 50 7 06 OCCUITEICES (5] 85 O Th oo T4
uery selected 10 OR(s) with 12 occurrenceds) through 11/06/1998 11:06 using criteria "Tntitled”,

||_ 1. Oceurrence Feport Mo ‘IF 6. Report Year

| r 2 Operations f Field Office ‘ r . Aeguence Number
||- 3. Area Office ‘F 8 Report Type

||_ 4. Contractor ‘l_ 0. Becretarial Office

|I' 5. Facility ‘I' 10. Lah / Fite / Org

2) Roolean logic specification: I
Default logic: 6 and 2

from Status date ¥4 to Status date
™ Use saved criteria ‘l_ Use saved cntena
& Earliest entry & MWow
" Last login " Last login
" Tser specified  Tser specified
Jum/ dd/ yyyy hh:mm [11/06/1998 11:04

Figure 6 - Example of dynamically created ORPS MANAGER OR SEARCH
CRITERIA page with totals and search profile name at the top of the page.
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WARNING

In some browsers (e.g., Internet Explorer and Netscape), when apageis
loaded, the selection boxes are reset to display the top entry in each
selection box. However, your previous selections are till highlighted and
active; you can view them by using the scroll bar.

Three command buttons were added at the bottom of the page (for atotal of seven
buttons) the first time you clicked on the REFINE command button. Each button is briefly
explained in the following table.

Command
Button Function
Mew Allows you to initiate the creation of anew search profile. Thiswill
clear out all selections except those in the two STATUS DATE sections.
Refine Recreates the ORPS MANAGER OR SEARCH CRITERIA page to reflect
selection areas for the search fields specified on the previous page. In
addition, the total number of occurrence reports and occurrences found
by the search is displayed.
Screen Allows you to selectively include or exclude reports from the search.
Display Displays the search specifications for the current search profile.
Finish Finishes the search refinement and returns you to the OrRPS MANAGER
OR SEARCH & REPORTS page.
Clear Clears all selections and restores al the defaults on the page.
Reset Resets the selections on the page to the values that existed when the
page was last |oaded.
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Displaying Search Specifications

Y ou can view the specifications for the search profile by clicking on the bispLAY
command button at the bottom of the page. Information displayed on the ORPS DISPLAY
SEARCH CRITERIA page includes the name of the search profile, search values and
connective logic, and status date ranges (Figure 7).

ORPS Display Search Criteria
Profile: "Untitled”

(Report Year="1998" or Report Year="1997") and Report Type="X'
Facility in ('FACBRS")
and last status changed through 11/06/1998 19:38

Caontinue |

ORPS Home FR Functions Search & Reports Authorities Help

Figure 7 - The ORPS DISPLAY SEARCH CRITERIA page.
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Screening a Search Profile

Clicking on the scrReeN command button on the ORPS MANAGER OR SEARCH CRITERIA
page will take you to the ORPS SCREEN OR SEARCH CRITERIA page (Figure 8). This page
isdynamically created based on the selections made on the ORPS MANAGER OR SEARCH
CRITERIA page. The total number of occurrence reports and occurrences found by the
search are listed near the top of the page. The name of the search profile is also shown at
the top of the page. Each occurrence report is listed individually by Subject/Title,
Report Number, and Occurrence Date (Discovery Date).

You can link to an individual report by clicking on the Subject/Title. Two radio buttons,
EXCLUDE and INCLUDE, at the top of the screen allow you to either exclude (the default) or
include a record from the ORPS search selection by clicking on the check box to the left
of the Subject/Title.

ORPS Screen OR Search Criteria

ORPS contains 36621 OR(s) with 38761 occurrences(s) as of 03/27/1998 12:00.
Query selected 3 OR(s) with 3 occurrence(s) through 02/27/1998 11:56 using criteria "Untitled".

Check amy item(s) your wish to # exclude or © include.

Subject/Title Occurrence
Report Number Date
1) #1512: An Unreviewed Safety Question (USQ) regarding plutonium in the 10/10/94

building ventilation svstems has been resolved.
RFO--EGGR-7710PS-1994-0066

I 2) #1704: The final stage exterior doors of Plenum FU2B and the Incinerator 11/14/94
Plenum failed the annual Dioctvlphthalate (DOP) test.
RFO--EGGR-7710PS5-1994-0084

™ 3) #1721: Emergency Generator-1 Batteries Failed Limiting Conditions for 11/16/94
Operations Specific Gravity Test, OSR. OQut-of-Tolerance Condition.
RFO--EGGR-7710PS-1994-0088

| Fefine | | Display | ‘ Finish ‘ ‘ Clearl | Reset‘

Figure 8 - Example of adynamically created ORPS SCREEN OR SEARCH CRITERIA page.
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Five command buttons are used to process selections on the ORPS SCREEN OR SEARCH
CRITERIA page. Each isbriefly explained in the following table.

Command

Function

Refine

Recreates the screening page to reflect screening selections made, and
displays the revised number of occurrence reports and occurrences at
the top of the page.

Displays the search specifications for the current search. Refinements
made from the ORPS SCREEN OR SEARCH CRITERIA page become part
of the current search profile.

Finish

Finishes the screening and returns you to the ORPS MANAGER OR
SEARCH & REPORTS page.

Clear

Restores all the defaults on the ORPS SCREEN OR SEARCH CRITERIA
page (i.e., all checks are removed from the check boxes and the
EXCLUDE radio button is marked).

= w
c
=3 —~
—+
2 o
>

Reset

Resets the selections on the page to the values that existed when the
page was last loaded or refined.

NOTE

b

12 ORPSGUI Reference Manual

The Screen information is saved with the search profile and can be edited.
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Finishing a Search Profile

Clicking on the FINIsH command button on either the ORPS MANAGER OR SEARCH

CRITERIA page or the ORPS SCREEN OR SEARCH CRITERIA page processes the selections
and returns you to the ORPS MANAGER OR SEARCH & REPORTS page. A new search profile
has been added to the OR SEARCH CRITERIA selection box (Figure9). Itisatemporary file
(named Untitled) that can be used as the criteria to generate reports.

OR Search Criteria

MNew Untited |

My OR Set
-I
-
ag |Untitled

Figure9 - A temporary search profile.

If desired, you can save the search profile for future use by typing a name in the SAVE As
edit box (type over Untitled) and click on the save command button. The typed name
will appear in the selection box in place of Untitled (Figure 10). A maximum of 32
characters and spacesis allowed in the profile name. There is no limit on the number of
profiles that can be saved.

OR Search Criteria

Mewy
as |Profile 1

Figure 10 - A saved search profile.

“Untitled” is areserved name and cannot be used as the title of any saved

search criteria
WARNING

DOE Facility Representative Options ORPS GUI Reference Manual 13



NOTE To display the search specifications for any search profile displayed in the

@ OR SEARCH CRITERIA Selection box, click on the biISPLAY criteria command
button in the REPORTS section of the ORPS MANAGER OR SEARCH &
REPORTS page.

To delete a saved search profile, select the name of the set from the OR SEARCH CRITERIA
selection box and then click on the bELETE command button.
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Creating and Saving a New Search Profile

TUTORIAL

1. Click on the New command button in the ORPS SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.

2. Select search fields by clicking in the check boxes on the ORPS MANAGER OR
SEARCH CRITERIA page.

REMINDER: The default Boolean operator between search fieldsis AND.
3. Click on the REFINE command button at the bottom of the page.

4. Specify search field values from the recreated ORPS MANAGER OR SEARCH
CRITERIA page.

REMINDER: Field values specified within selection boxes aways have the Boolean
operator OR applied.

5. Click on the FiNnisH command button at the bottom of the page.

6. Verify that Untitled is selected from the orR SEARCH CRITERIA selection box in the
OR SEARCH CRITERIA section of the ORPS MANAGER OR SEARCH & REPORTS page.

7. Typethe name in the SAVE As edit box in the OR SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.

REMINDER: A maximum of 32 characters and spacesis alowed in the name.

8. Click on the save command button in the OrR SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.

DOE Facility Representative Options ORPSGUI Reference Manual 15



Exercise 1

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

1. Create anew search profile that contains occurrence reports for the current year
for afacility under your authority.

2. Savethe search profileas My Facility - Current Year.

3. Deélete the search profiletitled My Facility - Current Year.
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Editing a Search Profile

The epIT command button in the SEARCH CRITERIA section of the ORPS MANAGER OR
SEARCH & REPORTS page is used to edit search profiles. It can be used to edit an unsaved
search profile (called Untitled) or a user-named search profile.

When you select the eDiIT command button to edit an “unsaved” search profile, you will be
returned to the ORPS MANAGER OR SEARCH CRITERIA page with the current search
specifications listed on the page. From this recreated page, you can change field
selections, screening criteria, or the status date range. Select the FiNniSH command button
to return to the ORPS MANAGER OR SEARCH & REPORTS page where the name, Untitled, is
displayed in the saVE As edit box.

When you select the epiT command button to edit a*saved” search profile, you will be
returned to the ORPS MANAGER OR SEARCH CRITERIA page with the saved search
specifications listed on the page. From this recreated page, you can change field
selections, screening criteria, or the status date range.  Select the FiNniSH command button
to return to the ORPS MANAGER OR SEARCH & REPORTS page wWhere the name of the profile
is dready displayed in the SAVE As edit box.

Y ou can now save the search profile with the same name by clicking on the save
command button. When you do this, the original search profile is overwritten. If you do
not want to overwrite the original profile, enter a different name in the save As edit box
and click on the save command button. The original search profile will then be retained
and a search profile containing the new search specificationsis added. If you do not want
to save the new search profile with the changes, you can click on the cLeEArR command
button at the bottom of the page. Thiswill empty the contents of the SAVE As edit box
and return to the default settings of the ORPS MANAGER OR SEARCH & REPORTS page.

WA%’\% NG Y ou cannot edit the My OR Set search profile.

Editing Field Selections

Y ou can edit field selections for a user-defined search profile by changing the values for an
existing search field or by specifying different or additional search fields. To change the
values for an existing search field, select new values within the search field selection areas
that are displayed on the ORPS MANAGER OR SEARCH CRITERIA page.
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To specify different or additional search fields, select (or deselect) fields with the check
boxes or modify the statement in the BOOLEAN LOGIC SPECIFICATION edit box, then click
on the REFINE command button. The ORPS MANAGER OR SEARCH CRITERIA pageis
recreated to reflect the search field selections made on the previous search page and the
field values from the current search profile are displayed as the default selections
(Figure 11). From here, you can define the values within the specified search fields.

Any entry in the BOOLEAN LOGIC SPECIFICATION edit box overrides
&?%3 selections made in the check boxes; therefore, if the recreated orPs
MANAGER OR SEARCH CRITERIA page returns a statement in the BOOLEAN
LOGIC SPECIFICATION edit box, edit the statement rather than using the
check boxes.

WARNING

2 Boolean logic specification: |
Default logic: 6 and 3

froam Status date to Status date

(F Use saved criteria Use saved cﬁtc@

€ Earhest entry C Now

© Last login © Last login

& User speeified @ User specified
[07/01/1998 |11/ 06/ 1998

| 6. Report Year

An -
48

| 8. Report Type
A

‘é}-{ - Update/Final

Newl Refine | Screen | Display | Finish | Clearl Resetl

Figure 11 - Example of adynamically created ORPS MANAGER OR SEARCH
CRITERIA page that displays default field values from the current search profile.

@ Any edit of field selections or the status date range will delete the Screen
WARNING criteriathat are saved with your profile.
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Editing Screen Criteria

To edit the screen criteriathat are saved with a search profile, click on the SCrReeN
command button at the bottom of the ORPS MANAGER OR SEARCH CRITERIA page. The
ORPS SCREEN OR SEARCH CRITERIA page is recreated to reflect the current screen criteria
(Figure 12). From here, you can make modifications to the screen criteria. Remember
that changes you make here (e.g., you deselect an excluded record) will only be saved if
the profile is resaved, either with a new name or the same name.

ORPS Screen OR Search Criteria

ORPS contains 36620 OR(s) with 38763 oceurrences(s) as of 04/01/1998 12:45.
Query selected 8 OR(s) with 8 occurrence(s) using criteria "Update/Final Reports - 1996".

Check any item(s) your wish to * exclude or © include.

Subject/Title Oceurrence
Report Number Date

1) An Inadequate Fire Watch Was Implemented in Room 1464 Based on Plutonium 08/22/96
Holdup in Room Gloveboxes and Ducting.
RFO--KHLL-7710P5-19956-0140

¥  2) Inability to Dioctylphthalate (DOP) Qualify the Main Filter Plenum Housing Doors 09/03/96
is Basis for Unreviewed Safety Question
RFO--KHLL-7710PS-1996-0142

| 3) Possible Tampering With Life Safety/Disaster Warning System Speaker 09/05/96
RFO--KHLL-7710P5-1996-0143

¥ 4) Criticality Engineering Discovers Operational Safety Requirements Non-Compliance  09/13/96
with Adequate Criticality Detection Head Coverage
RFO--KHLL-7710P5-1996-0150

5) A Questioned Was Raised Regarding a Zone 3 Ventilation Area That That Might 12/04/96
Not Be Controlled by 23-PDIC-317.
RFO--KHLL-7710P5-1996-0181

| Refine | | Display | | Finishl | Clear| | Reset|

Figure 12 - Example of adynamically created ORPS SCREEN OR SEARCH CRITERIA page
that displays screen information for the current search profile.
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Editing the Status Date Range

To edit the status date range that is saved with a search profile, make changes to the FRom
STATUS DATE and TO STATUS DATE Sections as delineated in the Search Features section
of this manual.

Editing a Saved Search Profile

TUTORIAL

1. From the ORPS MANAGER OR SEARCH & REPORTS page, select a saved search
profile from the OR SEARCH CRITERIA Selection box.

2. Click on the eEDpiT command button.
3. Make desired changes to the search profile.
4. Click on the FINIsH command button.

5. a Tosavethe profile with the original name, click on the save command
button.

b. To savethe profile with a different name, enter the new name in the save As
edit box and then click on the save command button.

c. If you do not want to save the new search profile with the changes, you can
click on the cLeaAr command button at the bottom of the page.
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Exercise 2

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

1. Create anew search profile that contains Update/Final Reports for the current year
for al facilities under your authority.

2. Savethe search profile as Update/Final - Current Year.

3. Initiate an edit of the search profiletitled Update/Final - Current Year.

4. Change the profile to contain only Final Reports for the current year for al the
facilities under your authority.

5. Savethe search profile as Final Reports- Current Year.
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Search Features

The Boolean Logic Specification Box

As previoudy stated, searches specified with the check boxes automatically have the
Boolean operator AND applied between the fields. When you click on the REFINE
command button, the default Boolean logic is displayed below the BOOLEAN LOGIC
SPECIFICATION edit box (Figure 13). The default logic does not display the field names
but rather the unique number assigned to each search field.

O 1. Qcourrence Report Mo, &, BEeport Tear

O 2 Operations / Field Office O 7 Sequence MNumber
O 2 Area Office 2 Eepott Type

O 4 Contractor O 9 Secretarial Office
5. Facility O 10 Lab / Site f Org

2/ Boolean logic specification: | |
@:e___fsﬂ.ﬂt logic: 5 and & an@

Figure 13 - A section of the ORPS MANAGER OR SEARCH CRITERIA page
showing how the default Boolean logic is displayed.

An dternative to selecting search items with check boxesis to enter the search fields (by
number) directly into the BOOLEAN LOGIC SPECIFICATION edit box using Boolean logic.
The Boolean operators can be entered as either upper case or lower case and must be
separated from the search field number by a space (Figure 14).

1. Oceurrence Report Mo, & REeport Year
2. Operations f Field Office

O

O 7. Zequence Number
[ 3 Area Office

|

O

8. Report Type
9. Secretanal Office
3. Facility 10, Lab f Site / Org

= —
2/ Boolean logic specificatims. [[5 =and 6] and not B ___...—J |

Figure 14 - A section of the ORPS MANAGER OR SEARCH CRITERIA page
showing how user-defined Boolean logic is entered.

4. Contractor

oo oo o
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When the search profile is refined, search fields entered in the edit box will aso be marked
in the check boxes (Figure 15).

O 1. Cccurrence Report o, §. Eeport Year
O 2 Operations / Field Office O 7. Serquence Mumber

O 3 Area Office 3. Report Type!
O 4 Contractor O 2 Secretarial Office
. Facility O 10 Lab/ Stte / Org

i

T
2 Boolean logic specificathsg | (5 and 6) and not 3 __,) |
e —

———

Figure 15 - A section of the ORPS MANAGER OR SEARCH CRITERIA page
showing how Boolean logic is marked in the selection boxes following
refinement of a search profile.

Any entry in the BOOLEAN LOGIC SPECIFICATION edit box overrides

WARNING sl ections made in the check boxes.

The three basic operators, AND, OR, and NOT, can be used in the BOOLEAN LOGIC
SPECIFICATION edit box. Search terms combined with the Boolean AND will return
occurrence reportsin your predefined set (i.e., occurrence reports for facilities under your
authority) that contain dl of the search terms. Search terms combined with the Boolean
OR will return occurrence reports that contain any of the search termsin your predefined
set. Search terms combined with the Boolean NOT can be used to exclude occurrence
reports from a search. The precedence of operators within an expression is NOT, AND,
and OR, but the order of execution can be specified by the use of parentheses.
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The Occurrence Report Number Selection Area

To display an OCCURRENCE REPORT NUMBER Selection area, you must dynamically
recreate the ORPS MANAGER OR SEARCH CRITERIA page. First select the Occurrence
Report Number field by clicking on its associated check box (or typing the field number
in the BOOLEAN LOGIC SPECIFICATION edit box). Then click on the REFINE command
button. Figure 16 is an example OCCURRENCE REPORT NUMBER Selection area. The
OCCURRENCE REPORT NUMBER Selection area contains five selection boxes and one edit
box that correspond to the elements of an occurrence report number: Field Office
identifier, Area Office identifier, Contractor identifier, Facility identifier, Y ear of
Occurrence, and Sequence Number.

1. Occurrence Report Number
CONT - FAC -

1000
10000
1000MDL

Figure 16 - The OCCURRENCE REPORT NUMBER Selection area on a dynamically recreated
ORPS MANAGER OR SEARCH CRITERIA page.

When working with these selection and edit boxes, the following rules apply:

» Within asingle selection box, multiple choices use OR logic

Between selection boxes the AND logic is applied

If Any is selected in a selection box, the default is al

Similarly, if nothing is entered in the Num edit box, the default is dl

Leading zeros are not required in the Nnum edit box

NOTE It is not necessary to fill in all the items in the OCCURRENCE REPORT
NUMBER selection area. Usually FACILITY, YEAR, and NuM are enough to

@ fully define a particular record. However, including al information (at least
FO) will improve system performance.
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Status Date/Time Search Range

The selections within the FROM STATUS DATE and TO STATUS DATE sections allow you to
filter your search of the database to include records for which the most recent change
occurred within the specified date ranges. The database filtering that is accomplished
through the STATUS DATE sections is based on atime stamp recorded at each changeto a
report. Because this time stamp records the date and time of every change to arecord, it
is possible to limit the search to new records that may require your immediate attention
(e.g., status changes within the last week) or to older records that require your attention
(e.g., status changes more than three months old).

Status date/time ranges are specified by clicking on the radio buttons within the FRom
STATUS DATE and TO STATUS DATE sections of the control panel. If the radio button
associated with a FROM STATUS DATE USER SPECIFIED edit box is selected, then a date/time
value must be entered into the edit box; however, the TO STATUS DATE USER SPECIFIED
edit box defaults to the current date and time.

NOTE You are not required to enter atime value in the edit boxes; however, when
atime vaueis not specified, the default time is 00:00 (zero hours). The

@ effect of this default isinclusion of cases at the starting date (FROM STATUS
DATE section) and the exclusion of cases at the ending date (TO STATUS
DATE Section).
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Figure 17 shows the FROM STATUS DATE and TO STATUS DATE sections of the control
panel. The function of each item within the FROM STATUS DATE and TO STATUS DATE
sections is explained in the following tables. It isimportant to remember that each of
these selectionsis limited to your initial set of data (i.e., al of the occurrence reports for
the facilities under your authority).

from Staius date to Status date

|I_ Use saved eriteria

‘I_ Use saved eriteria

« Earliest entry
" Last login
" User specified

|mm! dd/vyyy hh:mm

& Now

" Last login

" User specified
[11/06/1998 11:54

Figure 17 - The FROM STATUS DATE and TO STATUS DATE Selection area.

From Status Date

Function

Use saved criteria

If this box is checked, the system starts the search
from the date saved in the selected search criteria. If
this box is not checked, the system uses the selection
from the bottom pane of the selection areato
determine the start date.

Earliest entry

Starts the search at the beginning of the database.

Last Login

Starts the search from the last date and time you
logged in to the ORPS GUI.

User specified date
edit box

Starts the search at the date and time specified in the
associated edit box. In order for any entry in the
FROM STATUS DATE edit box to be recognized, the
radio button associated with the edit box must be
selected.

26 ORPSGUI Reference Manual

DOE Facility Representative Options



To Status Date Function

Use saved criteria If this box is checked, the system ends the search at
the date and time saved in the selected search criteria
If this box is not checked, the system uses the selection
from the bottom pane of the selection areato
determine the end date.

Now Ends the search at the current date and time.

Last Login Ends the search at the date and time you last logged in
to the ORPS GUI.

User specified date Ends the search at the date and time specified in the

edit box associated edit box. In order for any entry in the To
STATUS DATE edit box to be recognized, the radio
button associated with the edit box must be selected.

The FROM STATUS DATE and TO STATUS DATE sections are located on both the orps
MANAGER OR SEARCH CRITERIA page and on the ORPS MANAGER OR SEARCH & REPORTS
page. On each page, the sections serve a different function.

ORPS Manager OR Search Criteria Page

From the ORPS MANAGER OR SEARCH CRITERIA page, the FROM STATUS DATE/TO STATUS
DATE sections are used to define the date/time range that is saved with the search profile
and therefore, the date/time value that is used when the saveD check boxes are checked.
When you create a new search profile, the default selections for the FROM STATUS DATE
section is Earliest entry and for the To STATUS DATE section is Now.

When you edit a search profile, the default selections for the FROM STATUS DATE Section
and the TO STATUS DATE sections are Use Saved Criteria to reflect those that were saved
with the profile. Y ou can change the default selections to specify a different status
date/time range to be saved with the profile.

Changes made to the date/time ranges at this point will affect the current selections, but
will not ater the ranges stored in the search profile unless you save the changes in the
search profile with the same name. (In essence, you would be overwriting the original
search profile.)

To view the date and time range that will be saved with the profile, click on the bispLAY
command button at the bottom of the ORPS MANAGER OR SEARCH CRITERIA page.
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ORPS Manager OR Search & Reports Page

From the ORPS MANAGER OR SEARCH & REPORTS control panel, the FROM STATUS DATE/TO
STATUS DATE Sections are used to define the date/time range that is used for generating
reports. The default selection for the FROM STATUS DATE section is Earliest entry and for
the TO STATUS DATE section is Now. |If you want to use the date/time range that was
saved with the profile, you must select the USe SAVED CRITERIA check boxes in the FROM
STATUS DATE/TO STATUS DATE sections. To view the date and time range that will be used
to generate areport, click on the bISPLAY CRITERIA command button in the REPORTS
section of the ORPS MANAGER OR SEARCH & REPORTS page.

NOTE The date/time range used to generate reports applies to user-saved search

@ profiles, temporary search profiles (i.e., Untitled), and the predefined
profile, My OR Set.
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Saving a Status Date/Time Range with an

Existing Search Profile
TUTORIAL

1. From the ORPS MANAGER OR SEARCH & REPORTS page, highlight the search profile
in the orR SEARCH CRITERIA selection box, and then click on the ebiT command
button.

REMINDER: To view the date and time range that has been saved with the profile,
click on the bispLAY command button at the bottom of the OrRPS MANAGER OR SEARCH
CRITERIA page.

2. Specify the status date/time range from within the FROM STATUS DATE and TO
STATUS DATE Sections.

REMINDER: To view the date and time range that will be saved with the profile,
click on the bispLAY command button at the bottom of the ORPS MANAGER OR SEARCH
CRITERIA page.

3. Click on the FinisH command button at the bottom of the page.

4. Click on the save command button in the orR SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.
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Saving a Status Date/Time Range with a

New Search Profile
TUTORIAL

1. Click on the New command button in the OR SEARCH CRITERIA section of the orps
MANAGER OR SEARCH & REPORTS page.

2. Select search fields by clicking in the check boxes on the ORPS MANAGER OR
SEARCH CRITERIA page.

3. Specify the status date/time range from within the FROM STATUS DATE and TO
STATUS DATE Sections.

4. Click on the REFINE command button at the bottom of the page.

5. Specify search field values from the recreated ORPS MANAGER OR SEARCH
CRITERIA page.

REMINDER: To view the date and time range that will be saved with the profile,
click on the bispLAY command button at the bottom of the ORPS MANAGER OR SEARCH
CRITERIA page.

6. Click on the FINIsSH command button at the bottom of the page.

7. Type the profile name in the save As edit box in the OR SEARCH CRITERIA Section
of the ORPS MANAGER OR SEARCH & REPORTS page.

8. Click on the save command button in the OrR SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.
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Specifying a Status Date/Time Range

for Generating Reports
TUTORIAL

1. Specify the status date/time range from within the FROM STATUS DATE and TO
STATUS DATE Sections of the ORPS MANAGER OR SEARCH & REPORTS page.

NOTE  Thestatus date/time range will apply to any profile selected from the or
SEARCH CRITERIA Selection box on the ORPS MANAGER OR SEARCH &

@ REPORTS page.

2. Select asearch profile from the orR SEARCH CRITERIA selection box.

3. Select areport filter from the REPORT/FILTER Selection box.

4. Click on the PrREPARE command button.

At the bottom of the ORPS MANAGER OR SEARCH & REPORTS page, there are two buttons.
The function of each is described in the following table.

Command
Button Function
The cLEAR command button restores all the defaults on the page

(i.e.,, FROM STATUS DATE isEarliest entry; TO STATUS DATE IS
Now; OR/CA Statusisthe highlighted report in the REPORT/FILTER
selection box; ORDER BY is set to OR# and Asc; My OR Set isthe
highlighted profile in the OrR SEARCH CRITERIA selection box).

The ReseT command button resets selections made on the control
panel to the values when the page was last |oaded.
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Exercise 3

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

1. Create anew search profile that contains occurrence reports for DOE
Headquarters Operationg/Field Office.

2. Specify a status date/time range to be saved with the profile with a beginning date
of two weeks prior to today and an ending date of now.

3. Display the search specifications.

4. Savethe search profileas DOE HQ - Last 2 Weeks.

5. Specify the date/time range that will start with the beginning of the database and
end with the current date and time for generating reports.

6. Display the search specifications.

7. Specify the date/time range saved with DOE HQ - Last 2 Weeks for generating
reports.

8. Display the search specifications.
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Manager Report Options

Managers generate reports by specifying options from the REPORTS section of the orPS
MANAGER OR SEARCH & REPORTS control panel (Figure 18). This control panel allows
you to choose a profile and the beginning and ending dates for the report. Y ou choose the
profile in the orR SEARCH CRITERIA selection box of the control panel and the date and time
range in the FROM STATUS DATE and TO STATUS DATE sections of the control panel.

ORPS Manager OR Search & Reports 2

James E. Jones - Facility Representative

ORPS contains 36616 OR(s) with 38736 occurrences(s) as of 10/29/1 30.
OR Search Criteria ¥4 R eports ¥
MNew Report/Filter 2J
ot |ORiCA Status 7]
Order by

_Detete | & OR# € Date
Save | as I & pgc O Desc

to Status date & ml report
" Use saved criteria ||" Use saved ecriteria \ _Display | criteria
@ Earliest entry ~ Now \ Count | ORs
© Last login © Last login
 User specified " User specified
e/ dd/ yyyy hh:nm |11/06/1998 20:57 \
e
Clear | Feset |
ORPS Home FR Functions Search & Reports Authorities  Help

Figure 18 - The ORPS MANAGER OR SEARCH & REPORTS page.
The REPORTS section of the control panel allows you to select and define specific content

for asingle report type. Y ou specify content in this report by selectively filtering the ORs
contained in the profile. The following sections explain how thisis done.
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NOTE The default selection for the FROM STATUS DATE section is Earliest entry

@ and for the To STATUS DATE section is Now. If you want to use the
date/time range that was saved with the profile, you must select the use
SAVED CRITERIA check boxesin the FROM STATUS DATE and TO STATUS
DATE sections of the control panel.

NOTE As areminder, information about the specific records you choose to
exclude (or include) is stored with the search profile, and the records are

@ excluded (or included), as appropriate, when the report is generated. To
determine the specific records that were excluded (or included), select the
search profile and then click the epiT command button. Use the vertical
scroll bar to scroll to the bottom of the page and click the SCREEN
command button. The original selections will be displayed.
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Managér Reports Elements

The REPORTS section of the ORPS MANAGER OR SEARCH & REPORTS control panel contains
five elements: a selection box, a set of radio buttons, and three command buttons. Each
element is described in the following table.

Control Panel
Element Function
Report/Filter The REPORT/FILTER selection box allows you to select one of 10

ORICA Status | =]

- Mew ORs

- Rejected ORs
- Comments

-- for Action

— for Wy Action
- CA Status

— Open CAs

-- Changed CAs

different OR filters for the Manager Report. These filters will
exclude (include) certain ORs based on specified filter criteria.
Note that multiple selections are not permitted.

The orRDER BY radio buttons allow you to specify the order of the

Order by '
® OR# O Date occurrence reports when areport is prepared. Y ou can choose to
® Asc O Desc order by occurrence report number or status date (date of last

modification) in ascending or descending order. The default order
is ascending by occurrence report number.

Prepare

The PREPARE command button creates the report corresponding to
the filter selected in the REPORT/FILTER selection box.

The bispLAY command button displays the search specifications
from the current search profile and status date range that will be
used to create the report.

Count

The count command button displays the count of occurrences,
based on the current search profile and status date range, at the top
of the ORPS MANAGER OR SEARCH & REPORTS page.
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The Manager Report

The Facility Representative Report (Figure 19) isalisting of occurrence reports that
satisfy the criteria specified in the search profile, the status date range, and the filter. The
report title (ORPS Manager OR Status Report) includes the name of the filter criteria,
e.g., OR/CA Status, New OR(s), Rgected OR(9), etc.

Displayed at the top of the report is the name of the search profile and the number of

occurrence reports and occurrences that meet the profile and status date range criteria.
The number of occurrence reports that meet the additional filter criteriais also displayed.
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ORPS Manager OR Status Report2
OR/CA Status 2

JOE MANAGEE - Facility Eepresentative
ORPS contains 243 OR(s) with 323 ocourrences(s) as of 03/23/1%95% 18:30.
uery selected 3 OR(s) with 4 occurrence(s) through 03/23/1999 1838 using cniteria
"y Mon-Final".
A total of 2 OR{s) qualified for this report.

Subject/Title
# Report Mumber Category Discovery  Age
Oc. / Notes OR/CA Status / Status Date  (days)

13 Selective Alpha Branwave MMonitored Alarm Panel Power Light Was Indicating
A Possible Loss Of Actiaty

1 HOQ--TEMN-FACBEZ-1%9%-000% Tmzual 01/22/19%9 60
Approved by FE: Cogswell Cogs FE. 0=f02/1959 21
ApprovediClosed
EFE Tnput

2y Picruc Basket Discovered With Contents Iissmg

1 HOQ--TEMN-FACEEZ-1%9%-0010 Tmizual 01/22/19%9 &l
Approved by FE. B, K. Maroon  FE Approved/Open 03/20/1599 3

CA Detail I

3y Bosmng Glove Overheat Detection Swstemn Went Inte Supervisory Alarm And

Would Mot Clear
2 HGQ--TEIM-FACEES-12%2-0015 Tmasual 09/04/12% 200
Approved by FI Eocky Balboa Frd 03051999 15
ApprovediOpen
Cormmert | Approye i Rejeu:tl A Detail I

Notification Update | *** Pre Final Reports *** | Final  Total
E éPendjng Actioné Eejected Ch Status
by FR | by P by FR by PM Open §cmsed§

0] ol Al

Figure 19 - An example of the Facility Representative Report using
the OR/CA Statusfilter.
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The following information is displayed for each occurrence report:

o Subject/Title: The Subject/Titleisabrief description (140 characters or less) of the
nature, cause, and result of the occurrence. Each report title is hyperlinked to the full
report.

e #0c.: The number of occurrences in an occurrence report.

e Report Number: The Occurrence Report Number is a composite of Field Office
identifier, Area Office identifier, Contractor identifier, Facility identifier, Y ear of
Occurrence, and Sequence Number.

* Notes: The last action that was performed on the occurrence report.

» Category: Each occurrence is categorized as Emergency (E), Unusua (U), or
Off-Normal (O) depending on the seriousness of the occurrence. In addition, areport
can be Canceled.

 OR/CA Status. The occurrence report status and the corrective action status.
Occurrence report status is displayed until the report becomes final. Once the report
becomes final, the occurrence report status (i.e., Final) will be displayed followed by
the corrective action status.

» Discovery Date: The date and time the occurrence was discovered.

» Status Date: The date of the last action.

» Discovery Age: The number of days from the discovery date to the current date.

» Status Age: The number of days from the status date to the current date.

NOTE When the OR/CA Status is Final/Closed, dashes appear in the age

@ columns. Ageisno longer meaningful when everything is completed.

Following the occurrence report listing isthe OR Summary table. Thistable displaysa
distribution of the listed occurrence reports by report status.

38 ORPSGUI Reference Manual DOE Facility Representative Options



Manager Report Filters

The records selected for the Manager Report can be filtered by additional criteria. These
criteria are selected from the REPORT/FILTER selection box. Thefirst option, OR/CA
Status, imposes no filters; therefore, the listing will include all occurrence reports selected
by the current search profile and status date range criteria. The other options contain filter
criteria as described below.

* OR Status - Reports that were transmitted within the date range, reports with
comments added within the date range, rejected reports, and reports awaiting
signature.

* New ORs- Reports that were transmitted within the date range (excluding rejected
reports).

* Regected ORs - Rgected reports.

e Comments - Reports that have had comments added within the date range.

« For Action - Reports awaiting Facility Representative or Program Manager signature.
» For My Action - Reports awaiting Facility Representative signature.

o CA Status- Update/Fina and Final Reports with open corrective actions and Final
Reports with corrective action date changes within the date range.

e Open CAs- Update/Final and Final Reports with open corrective actions.

» Changed CAs - Fina Reports with corrective action date changes within the date
range.

The following table shows these filters and associated criteriain tabular form. Thefirst
column lists the filter. The second and third columns show the criteria associated with
each filter. We have also included the Boolean logic that applies between the different
criteria. The criteria are divided into two columns to distinguish the report status criteria
from the status date criteria; however, the Boolean logic continues from one column to the
next. Keep in mind when specifying date criteria that the filter date must be within the
status date range specified in the FROM STATUS DATE and TO STATUS DATE sections of the
ORPS MANAGER OR SEARCH & REPORTS page.
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Representative signature

Filter Report Status Status Date
Selection Filter Filter
OR/CA Status | None None
OR Status - Regjected reports OR - Current report date OR
- Reports awaiting signature OR | - Comment date
New ORs - NOT rejected reports AND - Current report date
Rejected ORs - Rejected reports None
Comments None - Comment date
For Action - Reports awaiting Facility None
Representative or Program
Manager signature
For My Action | - Reports awaiting Facility None

CA Status

- Final Reports with open
corrective actions OR

- Update/Final Reports with
open corrective actions OR

- Corrective action change date

Open CAs

- Final Reports with open
corrective actions OR

- Update/Final Reports with
open corrective actions

None

Changed CAs

None

- Corrective action change date
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Report Features

The Facility Representative Report has six special report features: the ER 1 nput
hyperlink and the PM 1 nput hyperlink, and the CA DETAIL, COMMENT, APPROVE, and
ReEJECT command buttons (Figure 20). The ER Input and PM Input hyperlinks are
displayed for reports that contain Facility Representative or Program Manager comments.

The ca DETAIL command button is displayed for reports that have open corrective actions
or that have had changes to corrective actions (i.e., revised target date or actual
completion date) within the date range. The coMMENT command button is displayed for
Notification, Update, and Update/Final Reports and the ApPrROVE and REJECT command
buttons are displayed for Update/Final Reports that are awaiting your signature. These

features are discussed below.

Suhbject/Title
# Report Mumber
Oc. I Motes

/ Status Date (days)

Discovery  Age

DOE Facility Representative Options

1) Zelective Alpha Bramwave Momtored Alarm Panel Power Light Was Indicating
A Possible Loss Of Actnty

1 HQ--TEN-FACEBEZ-1%32-0009 Trusual 017221995 60
Approved by FR: Cogswell Cogs FE 03021999 21
ApprovediCloszed

21 Picrue Basket Discovered With Contents Missing

1 HQ--TEMN-FACEES-1%829-0010 Trsual 01/22/19%9% 40
Approved by FE: B K. Maroos E Approved/Open 03/20/1959 3

) Boxing Glowe Overheat Detection svatem W ent Into Supervisory Alarm And

Weould Mot Clear
2 HQ--TEN-FACBRS3-1993-0015 Tusual 09/04/19%95 200
Approved by FIWE Eocky Balboa FId 03051999 15

X e I T a]

Gﬂment J Appraye i Rejectl CA DetD

Figure 20 - An example of the ER Input hyperlink and ca DETAIL,
COMMENT, APPROVE, and REJECT command buttons in the Facility
Representative Report.
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Viewing Facility Representative and Program Manager Comments

For any occurrence report in the listing having Facility Representative or Program
Manager comments, a ER Input or PM Input hyperlink is displayed under the Report
Number/Notes information. Clicking on the ER Input hyperlink takes you to the DOE
Facility Representative Input portion of the occurrence report, and clicking on the PM
I nput hyperlink takes you to the DOE Program Manager |nput portion of the
occurrence report. From this location within the report, you can use the vertical scroll bar
to view other portions of the report. To return to the Manager Report, click on the Back
toolbar button.

Viewing Corrective Actions

For any occurrence report in the listing having an open corrective action or a changed
corrective action (i.e., revised target date or added completion date) within the status date
range, a cA DETAIL command button is displayed under the Report Number/Notes
information. Clicking on the command button takes you to a page where you can view
open corrective actions and previous changes (Figure 21).

Suhject/Title
# Report Number Category Discovery  Age
Oc. / Notes OR/CA Status  / Status Date (days)
1) Picric Basket Discovered With Contents Missing
1 HO--TEN-FACBES-1%5%-0010 Thusual 01/22/199% 40
Lpproved by FE: B K. Maroon FE Approved  03/20/1999 3
# A Description/Revised Daie Jusiification Target  Age

05 Locate Yogi and conduct routine physical examination to ensure Yogi's health 02/24/19%% 27
and safety for the public. Clean finger and toe nails accordingly. A dminister

yearly nnoculations.

Responsibility: 1. Eanger, Parle Eanger

|Dperu’Target Date | Completed Total
Unchanged |Changed Before PreFinal |After PreFinal
| o 2| o] 3

Figure 21 - Example of a page where Facility Representatives view open
corrective actions and previous changes.
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This page displays the same information for the occurrence that is displayed on the
Manager Report. In addition, the page shows corrective action descriptions, the initial
target date for completion, any revised target dates, age of the target dates, and the
completion date for a closed corrective action. Both the actual completion date and the
date it was made on the system are displayed. Anytime there was a change, both the date
and person making the change are shown on the report.

The target date age is number of days from the target date to the current date. The target
date age is only displayed for open corrective actions, and ages are shown for both the
original target date and the revised target date. If the corrective action is past due, the age
isapositive number and isdisplayed inred. If the target date is still in the future, the age
is negative and displayed in black.

At the bottom of the page is atable that summarizes both open and closed corrective
actions by corrective action status.

Making Facility Representative Comments

For any Notification, Update, or Update/Final Report within the status date range, a
COMMENT command button is displayed under the Report Number/Notes information.
Clicking on the command button takes you to the orRPS CONFIRM ACTION page where you
can make comments to the occurrence report (Figure 22).

ORPS Confirm Action
Comment by - JOE MANAGEE - Facility Eepresentative
Title: Bomng Glove Owerheat Detection System Went Into Superwisory Alarm And Would Mot
Clear
Report
Nusnber: HO--TEMN-FACBES-193%-0015
# Occur: 2

Category: Unusual

Occur
Date:

Comments: ﬂ

090471598

Comment | Cancell

Figure 22 - Example of the page where Facility Representatives add comments to an
occurrence report.
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This page displays the Subject/Title (which is hyperlinked to the full report), the report
number, the number of occurrences, the category, and discovery date. At the bottom of
the page are an edit box and two command buttons. To make comments for the
occurrence report, type your comments in the coMMENTS edit box. Click on the
COMMENT command button to submit the comments and return to the Facility
Representative Report. The canceL command button will cancel any changes made on
the page and return you to the Facility Representative Report.

Making Facility Representative Comments

TUTORIAL

1. Select asearch profile from the OrR SEARCH CRITERIA selection box on the orPs
MANAGER OR SEARCH & REPORTS page.

2. Select adate range with the FROM STATUS DATE and TO STATUS DATE Sections on
the ORPS OR MANAGER SEARCH & REPORTS page.

3. Select areport filter from the REPORT/FILTER selection box that includes
Notification, Update, or Update/Final Reports.

HINT The OR/CA Status and Comments filters will display all reports that

meet the search profile and date range criteria that are Notification,
Update, or Update/Final Reports.

4. Click on acomMMENT command button.

HINT To display only reports with comments, select the Commentsfilter.

5. Type your comments for the report in the COMMENTS edit box.

6. Click on the commENT command button.
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Approving an Occurrence Report

For any Update/Final Report within the status date range that has not been signed by you
(the Facility Representative), an ApPROVE command button is displayed under the Report
Number/Notes information. Clicking on the command button takes you to the orps
CONFIRM ACTION page where you can approve the occurrence report (Figure 23).

ORPS Confirm Action
Approve by - JOE MANAGER - Facility Representative
Title: Boming Glove Owerheat Detection Svstern Went Inte Supervisory Alarm And Would et
Clear
Report
Nurher: HOQ--TEMN-FACBES-199%-0015
# Occur: 2
Category: TThusual
Qecur 910411995
Date:
Comments: :I

Approve | Cancel |

Figure 23 - Example of the page where Facility Representatives approve an
occurrence report.

This page displays the Subject/Title (which is hyperlinked to the full report), the report
number, the number of occurrences, the category, and discovery date. At the bottom of
the page are an edit box and two command buttons. To approve the occurrence report,
click on the ApPrROVE command button and you will be returned to the Facility
Representative Report. 'Y ou can make comments before approving the report by typing
them in the coMmMENTS edit box. These comments are optional. The CANCEL command
button will cancel any changes made on the page and return you to the Facility
Representative Report.
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Approving an Occurrence Report

TUTORIAL

1. Select asearch profile from the orR SEARCH CRITERIA selection box on the orpPs
MANAGER OR SEARCH & REPORTS page.

2. Select adate range with the FROM STATUS DATE and TO STATUS DATE Sections on
the ORPS OR MANAGER SEARCH & REPORTS page.

3. Select areport filter from the REPORT/FILTER Selection box that includes reports
awaiting Facility Representative signature.

HINT The OR/CA Status, OR Status, For Action, and For My Action
filterswill display all reports that meet the search profile and date
range criteria and are awaiting Facility Representative signature.

4. Click on the APPROVE command button.

HINT To display only reports awaiting Facility Representative signature,
select the For My Action filter.

5. Click on the APPROVE command button.
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Rejecting an Occurrence Report

For any Update/Final Report within the status date range that has not been signed by you
(the Facility Representative), a ReJecT command button is displayed under the Report
Number/Notes information. Clicking on the command button takes you to the orps
MANAGER ACTION page where you can reject the occurrence report (Figur e 24).

ORPS Confirm Action
Rejectby - JOE MAMNAGEE - Facility Representative
Title: Bomng Glove Owerheat Detection Svystem Went Into Supervisory Alarm And Would Mot
Clear
Report
Nurber: HQ--TEMN-FACBRS3-1999-0015
# Occur: 2

Category: TThusual

Occur
Date:

Comments: ﬂ

09/04/1598

Reject | Cancel |

Figure 24 - Example of the page where Facility Representatives reject an occurrence
report.

This page displays the Subject/Title (which is hyperlinked to the full report), the report
number, the number of occurrences, the category, and discovery date. At the bottom of
the page are an edit box and two command buttons. Type your commentsin the
COMMENTS edit box (you are required to make comments for rejected reports). To reject
the occurrence report click on the ReJEcT command button and you will be returned to
the Facility Representative Report. The canceL command button will cancel any changes
made on the page and return you to the Facility Representative Report.
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Rejecting an Occurrence Report

TUTORIAL

1. Select asearch profile from the orR SEARCH CRITERIA selection box on the orpPs
MANAGER OR SEARCH & REPORTS page.

2. Select adate range with the FROM STATUS DATE and TO STATUS DATE Sections on
the ORPS OR MANAGER SEARCH & REPORTS page.

3. Select areport filter from the REPORT/FILTER Selection box that includes reports
awaiting Facility Representative signature.

HINT The OR/CA Status, OR Status, For Action, and For My Action
filterswill display all reports that meet the search profile and date
range criteria and are awaiting Facility Representative signature.

4. Click on areJect command button.

HINT To display only reports awaiting Facility Representative signature,
select the For My Action filter.

5. Type commentsin the coMMENTS edit box (they are required if rejecting a
report).

6. Click on the ReJECT command button.
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Exercise 4

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

1. Create a Facility Representative Report that lists only occurrence reports awaiting
Facility Representative signature using the My OR Set search profile and status
dates from Earliest entry to Now.

2. Approve areport.

3. Reect areport.
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Exercise 5

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

1. Create a Facility Representative Report that lists only occurrence reports
(excluding rejected reports) that were transmitted within the last two weeks.

2. Order thelist in descending order by date of last modification.
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Appendix A - Search Field Definitions

Search Fields

Field
Number

Field Name

Field Description

1

Occurrence Report No.

The Occurrence Report Number isa
composite of Field Office identifier, Area
Office identifier, Contractor identifier,
Facility identifier, Y ear of Occurrence, and
Seguence Number.

Operationg/Field Office

Every occurrence report must have a DOE
Operationg/Field Office associated with it.

Area Office

An occurrence report may have a DOE Area
Office associated with it.

Contractor

Every occurrence report must have a
contractor associated with it.

Facility

Every occurrence report must have afacility
associated with it.

Report Y ear

Report Y ear isthe year of the occurrence
report number. Since the occurrence report
number is automatically assigned when the
Notification Report is transmitted to the
ORPS database, the Report Year isthe year
when the Notification Report was
transmitted.

Sequence Number

The Sequence Number is the sequential
number of the occurrence by facility. This
number is assigned to the report by the
centralized computer system at the time the
Notification Report is transmitted. This
number contains four digits (e.g., 0004).
(Note: It is not necessary to enter leading
zeros when entering a number in the edit
box.)
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Field Field Name Field Description
Number

8 Report Type The ORPS GUI can search for four types of
reports. Notification Report (N), Update
Report (U), Update/Final Report (X), and
Final Report (F).

9 Secretaria Office Every occurrence report must have a DOE
Secretarial Office associated with it.

10 Lab/Site/Org An occurrence report should have a site (or
|aboratory/organi zation) associated with it.
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Appendix B - Spell Checking Your Report

Obtaining the Spell Check Application

DOE has purchased a multiple-copy license of the WordScribe spell checker for use with
the Occurrence Report Data Entry and Manager Functions. This spell checker will be
available for you to download and install on your computer without cost. For information
on how to obtain a copy of this software, contact the ES& H Helpline at (800) 473-4375.
Use of this particular spell check application is not mandatory. If you have another spell
checker that will work with your browser, you may use it instead.

Please remember that WordScribe is a commercial software package. The number of
licenses purchased, while sufficient to support the ORPS process throughout the DOE
complex, is not unlimited and its installation and use should be limited to those
workstations that are being used in the creation of ORPS reports. It should not be
redistributed to other individuals within your organization.

NOTE The current version of WordScribe will not work with Internet Explorer.
A new version that will work with Internet Explorer is being developed by
the manufacturer and will be made available when it is rel eased.

Detailed instructions for installing and configuring WordScribe, along with basic
instructions for using the software, are provided in the following sections. The software
package aso provides on-line helps which will provide additional information on its
installation and use.

Installing WordScribe

From the wiNDOWS TASKBAR, click on Start and select Run. Thiswill open the RUN
dialog box shown in Figure 25. In the edit box type a:\wsp_hd.exe.

(This assumes you are installing from afloppy disk in the A: drive. If you

are installing from another location, e.g., your hard drive, replace the A:
with the path to thefile, e.g., CATEMP.)
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Run

e

DOpen:

HE

Type the name of a prograrm, folder. or document, and
YWindows will open it foryou.

|a:'\wsp_hd.exe|

M

| Ok | | Cancel ‘ | Browse. |

Figure 25 - The rRuN diaog box.

After you have entered the file name, click on the ok button. Thiswill extract the
temporary files that are necessary to complete the installation. When the file extraction is
complete, the WORDSCRIBE INSTALLATION diaog box, shown in Figure 26, will be

displayed.

YWordScrnibe Installation

Thank you for choosing WordScribe[TM)!

To begin the installation, check to see that the information
below is correct, and then click "OK' or press Enter. Use the
Tab key to select the path you wish to change.

| Install From:| CAWINDOWS\TEMPA

| Install To:| |CAWORDSCRB

OK

Cancel

Figure 26 - The WORDSCRIBE INSTALLATION dialog box.

Y ou can accept the default valuesin dialog box and continue with the installation by
clicking on the ok button; the installation will proceed without any additional prompts.
Once the ingtallation is complete, you will see a message box indicating that WordScribe
has been installed. Click on the ok button in the message box to finish the installation.

At the conclusion of the installation, a How-to document (named Howto.txt) will
automatically be displayed in the Windows Notepad. This document describes the basic
operation of WordScribe. This document is placed in the \woRDSCRB directory during the
installation process; you can review it now or at alater time. When you have finished
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reviewing the document, close the NOTEPAD window by selecting Exit from the Notepad
FILE menu. You will aso need to close the worRDSCRIBE PROGRAM folder that was
created during the installation. This can be done by selecting Close from the FILE menu.

This completes the installation; from now on, WordScribe will load automatically every
time you start Windows and will attach automatically to the programs that have been
selected. However, you will probably want to do some configuration of the application
before you useit.

To configure WordScribe, go to the winDows TAsSkBAR and click on the WORDSCRIBE
button. Thiswill open the WordScribe application as shown in Figure 27.

WordScribe Professional
Control Panell Spelling l Thesaurus ‘ Quick Keys l Edit Tools ‘ About...

Suggestions: Check Entire

Jil

Clipboard
Ignore
Change to:
| | Cancel
Dictionaries Close
Add Word hd Add
| ords J| | << h | Help
Speliing /’J Prefarences /f

Figure 27 - The WORDSCRIBE SPELL CHECKING page.

By default, WordScribe is installed to provide interactive spell checking, i.e., it will notify
you each time you enter amisspelled word. If you would rather work in a batch mode,
you can change this by clicking on the PREFERENCES tab. Thiswill open the page shown

in Figure 28.

NOTE If you have configured WordScribe to spell check in an interactive mode, it

@ IS not necessary to make the corrections as they are identified. Y ou may
wish to use the interactive mode to let you know that there isa problem in

your text, and then use the batch mode to make all of the corrections at
one time after you have finished entering your text.
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WordScribe Professional

Control Panel Spelling l Thesaurus ‘ Quick Keys ‘ Edit Tools l About...

Spalling Check Preforgnepe

dooo
[ Signal On/Off  |DoubleWord 2 \ﬂf

eh-eh
Del >>»
G PC Speaker fiddle-faddle -

®Wave Sounds problem
ZFlash Title Bar

Cancel

Close

for Speffing for Doubie Words / for Capitaiization

i

\ Speliing —'E\ Preferences /

Figure 28 - The WORDSCRIBE SPELLING PREFERENCES page.

Preferences are set independently for Spell checking, Double Word checking, and for
Capitalization checking. For example, you might want to set Spell checking to batch
mode and Double Word checking to interactive. The page shown in Figure 28 isfor the
Spelling options. Similar pages are found for Double Word checking and Capitalization
checking.

An check mark in the siGNAL oN/OFF checkbox indicates that you want to be informed
each time you type a misspelled word. If you want to work strictly in a batch mode with
no interactive warnings, ssimply click on the checkbox to remove the check mark.

The PREFERENCES tab is aso where you set the type of signal that you will receive when
you enter amisspelled word. If you have a sound card you can use the default Wave
Sounds option to generate a verbal warning. If you do not have a sound card, select PC
Speaker for an audible warning (a beep) or select Flash Title Bar for avisua warning.
Note that this only appliesif you are configured for an interactive mode, i.e., the SIGNAL
ON/OFF box is checked.

Next, you need to select the programs that WordScribe will work with. By default,
WordScribe will attach itself to many of the programs that are already installed on your
computer and will try to work with them. If you want WordScribe to do this, you can
leave the selected programs as they are. However, you will probably want to prevent
WordScribe from trying to work with some of your applications, in particular those which
have their own spell checker (such as WordPerfect) or those where you will be entering
primarily non-word data (such as Excel). To change these settings, click the conNTROL
PANEL tab to access the control panel shown in Figure 29.
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WordScribe Professional

Control Panel l Spelling l Thesaurus ‘ Quick Keys l Edit Tools ‘ About...
Attach WordScribe To: Do Not Attach To: WordScribe Control
America Online = Microsoft Access 2.0 Help |~ ‘ Do Mot Ask to Attach |

Cardfile Microsoft Exchange Help =
Corel WordPerfect Microsoft Internet Explore ‘ Turn WordScribe Oﬁl
Eudora Microsoft Word Viewer =
Eudora Light Minesweeper
Fax Cover Page Editor Navigator Gold Help
Inhox L Netscape Editor
Microsoft Access New Connection -
Microsoft Excel Object Packager
Microsoft Word Paint
NETCOM NetCruiser Paint Shop Pro
Netscape - Painthrush -
Move Selections => ‘ | << Move Selections |

Figure 29 - The woORDSCRIBE DEFAULT control panel.

To prevent an application from trying to use WordScribe, click on the name of the
application in the left-hand, ATTACH WORDSCRIBE TO: window to highlight it. (Multiple
applications can be selected by clicking and highlighting multiple names.) Once you have
made your selections, click on the MOVE SELECTIONS>> button to move the applications
into the right-hand, DO NOT ATTACH TO: window.

Now, click on the Do NOT ASK TO ATTACH button to prevent WordScribe from prompting
you any time you open a program that is not attached. Y ou will recelve a message box
saying, “WordScribe will no longer attempt to attach to new programs. Are you sure?”
Respond to the resulting message box by clicking the YES button. A typica configuration
isshown in Figure 30.
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WordScribe Professional

Control Panel l Spelling ‘ Thesaurus ‘ Quick Keys l Edit Tools ‘ About...
Attach WordScribe To: Do Hot Attach To: WordScribe Control
Cardfile Microsoft Word N | Ask to Attach ‘
Netscape Microsoft Word Viewer =
Notepad Minesweeper | Turn WordScribe Oﬁ'l
WordPad Navigator Gold Help =

NETCOM NetCruiser
Metscape Editor
Mew Connection
New Message -
Object Packager
PageMaker 4.0

Paint Shop Pro - —
Close
Move Selections == << Move Selections Help

Figure 30 - The suggested woRrDSCRIBE control panel options.

When you have finished configuring WordScribe, click on the cLosE button to minimize
the WordScribe window and resume normal operation.

The WordScribe window will not close if you are currently viewing the
SPELLING/PREFERENCES page. To close WordScribe from this page, first
click on the SPELLING tab to return to the sPELLING page and then click
the cLOSE button.

WARNING

Using WordScribe

When you open an application that was attached to WordScribe during the installation
process, you should see a feather icon on the menu bar. That indicates that
WordScribe is attached and ready to go.

WordScribe can be operated in either an interactive mode (check-as-you-type) or a batch
mode (blocked text). When operating in an interactive mode, if you type aword
incorrectly you will hear a beep or other warning signal as soon as you complete the word
by entering a space or punctuation mark and you can make the corrections as you go.
When operating in a batch mode, you manually select a block of text that you want to
spell check and then check the entire block at one time.
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NOTE When working in an interactive mode, it is not necessary to correct errors

@ at the time that they are first identified. Y ou can ssmply note that an error
was identified and continue with your input. Once you have completed
your input, you can then spell check the entire field in a batch mode and
correct all errors at one time.

Spell Checking Interactively

To check your spelling interactively, simply start typing. If you type aword that is not
found in the WordScribe dictionary, followed by a space or a punctuation mark that
indicates the end of the word, you should hear a beep or other warning signal. When you
hear the signal, click on the FEATHER icon on the menu bar. Thiswill open the
WORDSCRIBE SPELLING page, displaying the misspelled word and alist of suggested
replacement words, as shown in Figure 31.

NOTE Instead of clicking on the feather, you can aso use the keyboard
@ combination of [CTRL]+[~] or [CTRL]+[].

WordScribe Professional
Control Panel Spelling ‘ Thesaurus l Guick Keys l Edit Tools ‘ About...
Error: Suggestions: Check Entire
Spelling Error pruned
sprayed
S— E Clipboard
Word In Question: isprained
spanned
|spraned | spawned Suggest
pranced
spanked lgnore
Change to:
|sprained |
Dictionaries
|Add Words IZ” << Add |
Speiling /] Preferences /’

Figure 31 - The spell checker in interactive mode.

Pick the correctly spelled word from the list of suggested words. Y ou can use the mouse
pointer to highlight the correct word or use the up and down arrow keys. The selected
word will appear in the cHANGE TO: box. Then click on the REPLACE button or hit the
ENTER key. You can aso double-click on the correct word when you select it. The
spelling page will be closed and the misspelled word will be replaced with the correct
spelling in your text.
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Spell Checking in Batch Mode

If you do not like the distraction of the warnings generated from the interactive checking,
you can set WordScribe to operate only in abatch mode. To spell check in a batch mode,
you must first highlight the block of text that you wish to check.

NOTE  Thisisdone using standard Windows techniques for selecting text for cutting,

@ copying, or other text management operations. Using the mouse pointer, you
can click and drag the desired text to highlight it. You can aso use the
keyboard to select the text.

Once you have selected the text, click the FEATHER icon on the menu to bring up the
WORDSCRIBE SPELLING page with your selection displayed as shown in Figure 32.

WordScribe Professional
Control Panel l Spelling \ Thesaurus \ Quick Keys l Edit Tools l About...
This is a test of the WordScribe spell Suggestions: Check Entire
checker. This s a word. iy
Clipboard
Suggest
lgnore
Change to:
- Change
|m|sspe|led |
Cancel
Dictionaries Stop Checking
Add Words << Add
‘ E‘ = Help
Speliing | Praferences

Figure 32 - The spell checker in batch mode.

The first misspelled word, if any, will be highlighted and suggested correct spellings will
be displayed. Select one of the suggestions by clicking on it. The selected word will
appear in the CHANGE TO: box. If none of the choicesis the correct one, you can type the
correct spelling directly in the CHANGE TO: box.

Click on the cHANGE button and the new suggestion will replace the misspelled word in
the selection. If the word is correctly spelled and just not in the spelling dictionary, you
can click on the IGNORE button to leave the word as-is and move on to the next misspelled
word. WordScribe will continue to check your selection.
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Once all words have been checked, you will receive a message box that says the spell
check is complete. When this occurs, click on the ok button to close the message box,
and then click on the RePLACE button to paste the corrected selection of text back into
your document.

@ WordScribe includes an option for spell checking a complete document.
Because the information in ORPS is entered into multiple fields on a

form rather than into a single document, this option will not function

properly. Instead, you must select and check each section individually.

WARNING

Editing the Spelling Dictionary

Aswith any spell checking program, WordScribe includes alimited number of common
wordsinitsdictionary. Additional words that you frequently use in your text can be
added to the dictionary. If you do this, these words will not continue to generate false

misspelling messages.

There are two ways to edit the dictionary. When you are actually spell checking aword
or block of text, the checked word will be displayed in the CHANGE TO: box until it is
replaced by another word selected from the list. If the word is correct asis and you wish
to add it to your dictionary, ssimply click on the <<abD button prior to clicking the
REPLACE button (when in interactive mode) or the cHANGE button (when in batch mode).

When you first install WordScribe, you can also add words to the dictionary that you
know you will be using before you actually spell check a document. To add wordsin this
manner, open WordScribe by clicking on the worDScRIBE button on the TASKBAR. Type
the word to be added to the dictionary in the cCHANGE TO: box and click on the <<ADD
button. Repeat this process for each word you wish to add.

Occasionally, you may accidentally add an incorrect word to the spelling dictionary and
wish to removeit. Although WordScribe does not have a built-in utility for removing
words from the dictionary, you can manually edit the dictionary to remove the undesired
words. Words that are added to the dictionary are contained in afile called ADDWORDS.AD
that is located in the \worDscRB directory. Thisfile can be opened in asimple text editor
such as Notepad. The added words will be displayed, one word per line, with the most
recent additions located at the end of the file. To remove aword from the dictionary,
simply delete the line containing the undesired word and save the edited file. The word
will again be flagged as misspelled the next time it is encountered.
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Exercise Solutions

a

a

a

1. Create anew search profile that contains occurrence reports for the current year
for afacility under your authority.

~0 Q0T

2. Savethe search profileas My Facility - Current Year.

b.

3. Delete the search profile titted My Facility - Current Year.

b.

Exercise 1

Click on the New command button in the OR SEARCH CRITERIA section of
the ORPS MANAGER OR SEARCH & REPORTS page.

Click on the s. FACILITY and 6. REPORT YEAR check boxes.

Click on the REFINE command button.

Select afacility from the FACILITY selection box.

Select the current year from the REPORT YEAR selection box.

Click on the FiNisH command button.

Highlight Untitled in the save As edit box and type My Facility - Current
Year. (Make surethat Untitled is selected in the OR SEARCH CRITERIA
selection box.)

Click on the save command button.

Select My Facility - Current Year from the OR SEARCH CRITERIA Selection
box. (Make surethat My Facility - Current Year is selected in the or
SEARCH CRITERIA selection box.)

Click on the DELETE command button.
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Exercise 2

1. Create anew search profile that contains Update/Final Reports for the current
year for all facilities under your authority.
a.  Click onthe New command button in the OrR SEARCH CRITERIA section of

the ORPS MANAGER OR SEARCH & REPORTS page.

Click on the 6. REPORT YEAR and 8. REPORT TYPE check boxes.

Click on the REFINE command button.

Select the current year from the REPORT YEAR selection box.

Select X-Update/Final from the REPORT TYPE selection box.

Click on the FINiISH command button.

~0 Q0T

2. Savethe search profile as Update/Final - Current Year.
a.  Highlight Untitled in the save As edit box and type Update/Final -
Current Year.
b.  Click on the save command button.

3. Initiate an edit of the search profiletitled Update/Final - Current Year.
a.  Make surethat the Update/Final - Current Year profile is selected in the
OR SEARCH CRITERIA Selection box.
b. Click onthe EDIT command button in the OR SEARCH CRITERIA section of
the ORPS MANAGER OR SEARCH & REPORTS page.

4. Change the profile to contain only Final Reports for the current year for all the
facilities under your authority.
a.  Seect F - Final from the REPORT TYPE selection box.
b.  Click onthe FiNnisH command button.

5. Savethe new search profile as Final Reports- Current Year.
a.  Highlight Update/Final - Current Year inthe save As edit box and
replace with Final Reports- Current Year.
b.  Click onthe save command button.
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Exercise 3

1. Create anew search profile that contains occurrence reports for DOE

Headquarters Operations/Field Office.

a.  Click on the New command button in the OR SEARCH CRITERIA section of
the ORPS MANAGER OR SEARCH & REPORTS page.

b.  Click onthe 2. OPERATIONS/FIELD OFFICE check box.

c.  Click on the REFINE command button.

d. Select HQ - DOE Headquarters from the OPERATIONS/FIELD OFFICE
selection box.

2. Specify a status date/time range to be saved with the profile with a beginning
date of two weeks prior to today and an ending date of now.
a.  Click on the User sPECIFIED radio button in the FROM STATUS DATE
section.
b. Typeinthe date that is two weeks prior to today’ s date into the USER
SPECIFIED edit box.
c.  Click on the Now radio button in the TO STATUS DATE section.

3. Display the search specifications.
a Click on the bispLAY command button at the bottom of the ORPS MANAGER
OR SEARCH CRITERIA page.

4. Savethe search profileas DOE HQ - Last 2 Weeks.

a Click on the conTINUE command button or the browser BACK toolbar
button to exit the display page.

b. Click on the FINISH command button on the ORPS MANAGER OR SEARCH
CRITERIA page.

C. Highlight Untitled in the save As edit box and type DOE HQ - Last 2
Weeks.

d. Click on the save command button.
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Exercise 3
(Continued)

5.  Specify the date/time range that will start with the beginning of the database and
end with the current date and time for generating reports.
a.  Click on the EARLIEST ENTRY radio button in the FROM STATUS DATE
section of the ORPS MANAGER OR SEARCH & REPORTS page.
b.  Click onthe Now radio button in the TO STATUS DATE section.

6. Display the search specifications.
a  Click on the bispLAY criteria command button in the REPORTS section of
the ORPS MANAGER OR SEARCH & REPORTS page.

7.  Specify the date/time range saved with DOE HQ - Last 2 Weeks for generating

reports.
a  Click on the conTINUE command button or the browser BAcK toolbar
button to exit the display page.

b. Click on the use saveD CRITERIA check box in the FROM STATUS DATE
section of the ORPS MANAGER OR SEARCH & REPORTS page.

c. Click onthe use saVED CRITERIA check box in the TO STATUS DATE
section.

8.  Digplay the search specifications.
a  Click on the bispLAY criteria command button in the REPORTS section of
the ORPS MANAGER OR SEARCH & REPORTS page.
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Exercise 4

1. Create a Facility Representative Report that lists only occurrence reports awaiting
Facility Representative signature using the My OR Set search profile and status
dates from Earliest entry to Now.

a. From the ORPS MANAGER OR SEARCH & REPORTS page, highlight the My OR

Set search profile in the OR SEARCH CRITERIA selection box.

In the FROM STATUS DATE section, click on the EARLIEST ENTRY radio button.

In the TO STATUS DATE section, click on the Now radio button.

Select thefor My Action filter from the REPORT/FILTER selection box.

Click on the PREPARE report command button.

oo o

2. Approve areport.
a. Click on an ApPROVE command button.
b. (Enter any comments, if desired.) Click on the ApPROVE command button.

3. Reect areport.
a. Click on arReJECT command button.
b. Type commentsinto the coMmMENTS edit box.
c. Click onthe ReJECT command button.
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Exercise 5

1. Create a Facility Representative Report that lists only occurrence reports

(excluding rejected reports) that were transmitted within the last two weeks.

a. From the ORPS MANAGER OR SEARCH & REPORTS page, highlight the My OR
Set search profile in the OR SEARCH CRITERIA selection box.

b. Inthe FrROM STATUS DATE section, click on the USER sPECIFIED edit box radio
button and type the date two weeks prior to today in the edit box.

c. IntheTo STATUS DATE section, click on the Now edit box radio button.

d. Select the New ORsfilter from the REPORT/FILTER Selection box.

2. Order thelist in descending order by date of last modification.
a. Click on the bATE and DEsc radio buttons in the REPORTS section of the orpPs
MANAGER OR SEARCH & REPORTS page.
b. Click on the PREPARE report command button.
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ACCESS . . it e e 1,B-4
Authority . ... 3,7,16, 21, 23,26, S-1,S2
BoOolEan . . ... 6, 15, 18, 22-24, 39
AND OpPErator . . ... 24
OR OPEIatOr . .o e e 24
BrOWSEr . e B-1, S3,54
Command Button ........ 4-6, 8-11, 13-15, 17-20, 22, 24, 27-31, 34, 35, 41-48, S-1-6
COUNE .. 35
Display command button . .. ............. ... ... ... .. 10, 27, 29, 30, 35, S-3
Finishcommandbutton . ....................... 13, 15, 17, 20, 29, 30, S-1-3
New command button . . ... 5, 6, 15, 30, S-1-3
Prepare . . ... 31, 35, S5, S6
Refinecommand button . ................... 6, 8,9, 15, 18, 22, 24, 30, S-1-3
Reset command bUtton . . ... .ot 6, 31
Savecommand button . ........................ 13, 15, 17, 20, 29, 30, S-1-3
Screencommand button . ... ... 11, 19, 34
ComMpULEr Syt EM . . A-1
HP ORPS . .. e e e e 4
ORPSGUI ... ... 3, 6,26, 27, A-2
Control Pandl ........... ... ... .. ... ... .. .... 1-5, 25, 26, 28, 31, 33-35, B-4-6
DaeRange . ..., 1, 4,17, 18, 20, 35, 36, 39, 41-48
CorrectiVe ACIONS . . ..ot 39-43
DEfINIIONS . . . e A-1
Display ...................... 9, 10, 14, 22, 24, 27-30, 32, 35, 44, 46, 48, S-3, S-4
Criteria . .. .ooviiee e 1-15, 17-20, 22-24, 26-31, 33-36, 39, 44, 46, 48, S-1-6
Edit ............ 1-3, 6, 13, 15, 17-27, 29-31, 34, 44, 45, 47, 48, B-9, S-1-3, S5, S-6
Exclusions
Cancaled ... 38
Feds. . ..o 56,9, 15, 17, 18, 22, 23, 30, A-1, B-9
HeElD 6
Profile .................. 1, 3-6, 8-21, 23, 27-36, 39, 44, 46, 48, 49, S-1-3, S5, S-6
Report Categorization
EMergenCy . ... 38
UNUSUBL .. e e e e 38
REPOIt TYPE ..o e 6,33, S2
Fina .. 6, 21, 38-41, 43-45, 47, S-2
NOtIfICaHON . . . 41, 43, 44, A-1, A-2
Update/lFina ........... ... .. ... . . ... ..., 6, 21, 39-41, 43-45, 47, S-2
Reports ... ... 1-5, 8, 9, 11-17, 20, 21, 23, 26-33, 35, 36, 38-41, 44, 46-50, A-2, S-1-6
CA SaUS . o oottt ettt 31, 36-40, 44, 46, 48
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CoMMENES . ..t 1, 39-45, 47, 48, S-5

Bl ementS . . 24, 35
FEatUres ... 6, 20, 22, 41
FIErS 35, 39, 44, 46, 48
Manager ... 1, 2,4-9, 11-15, 17-20, 22-24, 27-31, 33, 35, 36, 39-44, 46-48, S-2-6
ORStatuS . . ... 35, 36, 39, 40, 46, 48
REECHNG ...t 47, 48
SaAVEAS . . 13, 15, 17, 20, 30, S-1-3
Screen
Exclude . .......c.c. 9,11, 12, 23, 34, 35, S-3
Include . ...... ... 6,9, 11, 25, 34, 35, 39, S-3
Search .......... ... .. ... 1-36, 39, 44, 46, 48, 49, A-1, A-2, S-1-6
Searchfidds ........................... 56,9, 15, 17, 18, 22, 23, 30, A-1
Search Criteria. . . . .. 1-15, 17-20, 22-24, 26, 27, 29-31, 33, 44, 46, 48, S-1-3, S5, S-6
Deetecommand button . ..........c.c . 14, S1
Editcommandbutton ........... ... .. 17, 20, 29, 34, S-2
Spel Check ... o B-1, B-3, B-6-9
Balchmode ..........c.c. B-3, B-4, B-6-9
DICHONAY . . ot B-7-9
INtEraCtiVe . . . . B-3, B-4, B-6-9
WoOrdSCribDE .. B-1-9
Status date
Statusdate ................. 2-6, 9, 10, 17, 18, 20, 25-36, 38-40, 42-48, S-3-6
User Classifications
Facility Representative ................. 1,1, 24,36, 37, 39, 41-50, S-5, S-6
Program Manager . . ... 1, 39,41, 42
VI BWING . .o 42, B-6
WordScribe
Featner .. B-6-8
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